PROMOTION INITIATION AND EXECUTION PROCEDURES 


When an RJR Manager sells a chain a promotion, it is imperative that everyone knows how the communication and 
follow up loop is achieved. 

To insure proper promotion execution, each involved manager has tasks they must perform. Below are each 
managers accountabilities: 

The Manager that sells the promotion to the chain must; 

1. Have the chain buyer contact the direct account of the promotion. 

• Distribution quantities. 

• Distribution dates. 

• If Off Invoice from direct to retail is part of the program state exact items and duration of the 
Off In voice. 

2. The RJR Manager that sells the chain sends the same correspondence the chain sent the direct account 

to: 

• The RJR Manager calling on the direct account parent or corporate. 

• The RJR Manager or Managers that call on each affected branch of the direct account 

3. The Manager that sells the chain sends to W/S Customer Service a forecast of promotion item 
quantities. This is even more critical if a Private Label item is involved. Use the Product Purchase 
Exception Form. 

4. If the promotion involves a shipper, the Manager that sells the chain must Inform the RJR Manager 
that calls on the direct account parent: 

• the shipper commodity number 

• shipper item contents 

• promotion description 

• shipper length, width, depth 

5. The Manager that sells the chain must disperse the promotion materials to the direct accounts involved 
(i.e.: shippers, stickers, trinkets, POS, etc.) 

6 . The direct account has a sales person that calls on that chain. These direct account sales people can be 
a great assistance to you to insure all phases of the promotion occur on schedule. Communication with 
this person and getting them involved gives them ownership in our program and more deeply insures 
implementation success. 

7. The RJR Manager that sold the chain will request a check to be sent to the direct account from the 
chains accrual fund. 


The Manager that calls on Corporate or the Direct Account Parent will: 

1. Request the promotion and/or shipper line number or UfN. 

2. Communicate any Off Invoice that impacts Corporate Chain Groups. 

3. Coordinate purchase orders of product and materials with RJR Managers that cal! on affected 
branches. 

4. Obtain promotion results and send check requests as directed. Payment will come from chain accrual 
fund. 
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RJR Managers that call on affected direct account branches will: 

1. Follow up with their contacts at their branch the promotion details 

• dates product and materials will arrive 

• packing details and timing 

• DTS dates and quantities 

• packing payment rates and specifics 

• Off Invoice details/dates and check request specifics 

2. Order product and materials as directed. Obtain PO#’s and insure all line numbers or UIN’s are 
activated. 

3. Check back with direct account to insure product and materials have arrived, get packed and get 
shipped to retail as scheduled. 

4. Obtain appropriate back up of shipments for payment and send them to appropriate RJR person as 
directed. 

• RJR Manager with Parent accountabilities. 

• RJR Manager that sold the chain 

• ROU if directed. / 


SUMMARY 

Too many RAM’s and AM’s sell a program and think execution happens by "osmosis". An affected 
program involves communication, check backs and follow up by more than one person. Direct Accounts want to 
perform well. They want to be efficient in sending promotions to their retail accounts. 

It is RJR's responsibility to insure that the Direct Account has the information, the product, the materials 
and the plan of action for the by store delivety of each of our promotions and that payments are made to the Direct 
Account in a timely manner. 


McLANE ACCOUNTS THAT PAUL LETOURNEAU ORDERS CHECKS FROM 

CHAIN ACCRUAL FUNDS. 

1. All Private Label Permanent Off Invoice Changes. 

2. Corp Groups Buydown Off Invoice Promotions 

Hess 

Diamond Shamrock Ultra Mar 

Mobil 

EZ Serve 

Daiiy Mart 

A-Plus Sunoco 

3. On Going Monarch Buydown 

Phillips 66 
Mobil 

All Others Are Handled By RJR Managers w/ Each McLane Division. 
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